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3.4 Military Personnel Appropriation (MPA)
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3.4.1 MPA Order Sub Type:

Those completing a request to support an active duty mission must select
Military Personnel Appropriation as the type of tour and unless you are directly
supporting a contingency select “Military Personnel Appropriation (MPA) non-
contingency” (the second of the two options (otherwise if supporting a
contingency select, “Contingency” under the Order Sub Type).
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Track This Application | View Application Details | Print Draft/Official Order

Tracking #I:l MName Start Date: 2006/02/18

Order Type: MPA SSMN Report Date: 2006/02/16 07:30
Status: INITIAL Grade: E7 End Date: 2008/08/15
Total Days: 121

Step 1 of 8: Personnel and Contact Information Section: | 1- Personnel Info v

Help is available by clicking on the field abels
Fields marked with a red asterisk (*) are required

Contact Information

Contact Email
Contact Phone:

Home Address and Delivery Address Information
If you live at an apartment, the apartment number must be in the Street Address!
Your address should not be a Post Office (P.0.) box if you intend for it to be a delivery address.

Home Address on File:

*Is this order in support of an official contingency? OYes @No
Does Mamber wish to supply a new departure address and phone number? O Yes  ®Mo

Does Mamber wish to supply an altermate delivery address and phone number for paper airline tickets? O Yes @ No

Other Information

View all of the Military Member's Personnel Information
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3.4.2 Step 1 (Personal and Contact Information):

Verify data in Home Address on File and answer the questions on the page. If
the address listed is different than that listed in MilPDS, in addition to providing a
different address, you will need to update your vMPF record to reflect the
appropriate change. If the answer to the official contingency question is “Yes”,
then you cannot provide a new departure address and phone number. vVMPF will
need to be updated prior to AROWS-R request.

Note: MPA tours require members approaching Sanctuary Zone (at least 16
years TAFMS) to complete a Sanctuary Statement of Understanding and receive
approval from RMG/CC before starting tour. Verify your personal data record at:
https://ww3.afpc.randolph.af.mil/vmpf/Hub/Pages/Confirminfo.asp
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Tracking #: p tarme: Start Date: 2006/02/16
Order Type: SSN: Report Date: 2006/02{16 06:00
Status: INITIAL Grade: E7 End Date: 2006/03/24
Total Days: 37

Step Z of B: Duty Purpose Information Section: 2. Duty Purpose At

Helpy is available by clicking on the field labels
Fietds marked with a red asterisk {*) are required

* Training Category | Logkup AIR COMBAT COMMAND

Conversion Information

Coenversion Status Memnber will perfarm (DT al heme station, resides outside commuting area, and requires ledging |~
« Conversion to IDT Catels} 200B/02/04 - 2008/02/15 b |

(Multiple dates can be entered) =

Conversion Travel Datels) 200B/02/04 —

iMultiple cates can be entered)

Point of Contact Information

Point of Contact DAVID DIAZ
Phone 716.-663-1418
Ernail EXCITEBZBE@AOL COM
* Duty PhonelPDS) 702.-852-3114
* Reserve Pay Office(RPQ) MIAGARA 914 AW -

IMA's Supervisor Information
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3.4.3 Step 2 (Duty Purpose Information):
Complete page as required. AROWS-R will not let you select next or go to the
next step without completing these items.

If performing IDTs in conjuction with tour or converting to another duty
status, must complete “Conversion Status” block
Select one of five options

- Individual will convert status in conjunction with this tour.

- Individual will convert from one duty status to another while in place.
- Member will perform IDT before this tour (Away from Home Station).
- Member will perform IDT after this tour (Away from Home Station).

- Member will perform IDT at home station, resides outside commuting

area and requires lodging.

- Complete “Conversion to IDT Date(s)” by either inputting date or dates
manually or clicking on Pop-Up calendar located to the right of the block

- Complete “Conversion Travel Date(s)” by either inputting date or dates
manually or clicking on Pop-Up calendar located to the right of the block
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3.4.4 Step 3 (MPA)
Reserve Active Duty Reason: (Select the appropriate reason for the tour):

- Reserve Active Duty Reason: Select appropriate reason for the tour

- Executive Order (EO) select appropriate EO supported (i.e. 89999M —
MANDAYS (ALL OTHERS), OPERATION IRAQI FREEDOM, etc.)

- Mean Code — Enter “0” if not available, otherwise obtain from CMAS
allocation message (actual Mean Code will be entered by AROWS-R
Orders Specialist)

- Mobilization Indicator - Select “1 - INITIAL MOBILIZATION CREATED”
(Does not mean you are being activated; used by MilPDS for tracking
purposes).
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3.4.5 Step 4 (Duty Locations and Travel):
Complete page Duty Location as follows.

- If orderis a VOCO, check “VOCO Order”. VOCO means start dates has
already passed. If order is VOCO, you must provide justification in a later
step.

- Complete Travel Start Date block — either by typing date (YYYY/MM/DD
format) or using pop-up calendar located to the right of the block. If
outside duty location’s commuting area, then Travel Start Date is day prior
to Initial Report Date.

- Complete Initial Report Date — either by typing date (YYYY/MM/DD
format) or using pop-up calendar located to the right of the block.

- Complete End Date for this Location — either by typing date
(YYYY/MM/DD format) or using calendar located to the right of the block.

- Complete Duty Location — If reporting to unit of assignment, then click on
“Get Home Station” and fields will automatically populate. If reporting to a
location other than unit of assignment and you know the unit's PASCODE,
click on “Lookup” and select the PASCODE you are going to. If you do
not know the PASCODE, you must enter all the data manually.
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3.4.5.1 Step 4 (Duty Locations and Travel PersTempo, (Travel & Per
Diem))
Answer PERSTEMPO and Per Diem & Travel Information Questions

- The questions under PERSTEMPO Information are not required to be
answered by the IMA.

- Answer “Yes” or “No” to “within corporate limits question.” Corporate limits
usually means you live on the base you are assigned to.

- Answer “Yes” or “No” to “within commuting distance question.” Each base
has an established commuting area, normally 50 mile radius. This means
you live within that commuting area. Billeting is authorized if outside
commuting area. If uncertain, contact RPO or your active duty base
finance office

- Answer “Yes” or “No” to “commute vice staying in billeting question.” If
answer is “Yes” then you are electing to return to your residence each
night and not stay in lodging.

- Field Conditions blocks are normally left blank.

- Select “Fill out Travel to this Location”
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Flease Salect A Manu h Profile | Change r ccount | Help | Logout «Bottomns)

Inbox = > Application Detail

Travel

Track This Application | View Application Details | Print Draft/Official Order

Tracking # Name Start Date: 2006/02/13
Order Type: MPA SSH Report Date: 2006/02/13 07:30
Status: INITIAL Grade: E4 End Date: 2008/04/08

Total Days: bB

Step 4 of 8: Duty Locations and Travel Section ‘4 Duty Locations b

Help is available by clicking on the field labels
Fields marked with a red asterisk (*) are required

Travel Options

* Mode of Transportation | Personal Automobile - Adv to Govt v HOME: TUCSON, AZ
Depart on 2006/02/13

Personal Vehicles

1. TUCSON, AZ Edit
Miles f Cost 444178 9 Trawslb NERE Edit
Start Date 2008/0213
Travel Justification Duty Thru 2006/04/09
Per Diem Mot Set Edit
HOME: TUCSON, AZ
Travel by Mone Edit
Arrive on 2006/04/09
At this point, you can Fill out Per Diem at this Location
Add Another Location
Edit Location Information
Fill out Travel for the last leg
[ Previous ] [ Mext ] [Disapprove] [ Save J [ Save & Close ] [ Save & Route I [ Cancel Changes
«Tops v
.é_é'] Dt 8 05 - READINESS MANAGEMENT GROUP - DET 8 - ACC é O Internet

34511 POV Example (Advantageous to Government)

Example of traveling by personal automobile - more advantageous to the
government.
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Inbox = > Application Detail

Travel

Air Force Reserve Order Writing System [AROWS-R]

Current Profile: Det 8 OS - READINESS MANAGENW

Track This Application | View Application Details | Print Draft/Official Order

Tracking # Name
Order Type: MPA SSH
Status: INITIAL Grade: E4

Step 4 of 8: Duty Locations and Travel

Help is available by clicking on the field labels
Fields marked with a red asterisk (*) are required

Travel Options

* Mode of Transportation | Personal Automobile - Mot Adv to Govt v |

Personal Vehicles

Miles / Cost 4/31.78
Rated Cost $1.78
At this point, you can Fill out Per Diem at this Location

Add Another Location
Edit Location Information

Fill out Travel for the last leg

(V]

\Previous H Mext ] [Disapprove] I Save H Save & Close H Save & Route ][ Cancel Changes

hitps: ffarowsr afrc.af. milfarows-r/os_edit_request.do#

Start Date: 2006/02/13
Report Date: 2006/02/13 07:30
End Date: 2008/04/08
Total Days

2008/02/13

Mong
20080213
2008/04/09
Mot Set

None
2006/04/09

3.45.1.2

Example of traveling by personal automobile - not more advantageous to the

government.

POV Example (Not Advantageous to Government)

T GROUP - DET 8 -- ACC|

i

m

m

)



File Edit ‘iew Favorkes Tools Help

@Back > | \ﬂ \g _;\J /I.-‘: Search

Address g‘] hittps: {{arowsr , afrc.af, miljarows-rfos_edit_request.do

Please Select A Menu

Inbox => Application Detail

Travel

GOuglEv v| G search - $ @lgblocked

Change

e

3

EOpt\ons b 4 Morton Ankivirus EI -

Air Force Reserve Order Writing System [AROWS-R]

v 'Go Links **

Treddng #i ]

Track This Application | Wiew Application Details | Print Draft/Official Order

Nam
Order Type: MPA S5
Status: INITIAL Grade: 05

Step 4 of &: Duty Locations and Travel
Help is available by clicking on the field labels,
Fields marked with a red asterisk (*} are required.

Travel Options
#Mode of Transportation Commerdial Airline
*Departure Airport| Lookup TUS Tucson AZ USA
* arrival Airport PO Portland OR USA

Award YCA Fare 124.00

Section:

Start Date: 2005/10/23
Report Date: 2005/11/05 07:30
End Date: 2005/11/10
Total Days: 19
4, Duty Locations R

HOME: KEIZER, DR
Cepart on 2005/10/23
1. DAVIS-MOMTHAM AFE, AZ Edit
Travel by Ajtline Edit
Start Date 2005/10/23%
Cuty Thru 2005/11/10
Per Diemn DAVIS-MONTHAM AFE, ARIZOMA Edit
HOME: KEIZER, DR
Travel by Aitline Edit
Artive on 2005/11/10

:§] Det & 05 - READIMESS MANAGEMENT GROUP - DET & -- ACC
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3.45.1.3 Commercial Air Example

Example of traveling by commercial airline.
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Step 4 of 8: Duty Locations and Travel Sechion: |4. Duty Locations R

Help is available by clicking on the field labels,
Fields marked with a red asterisk (*) are required.

Per Diem Location
#*Per Diem Location | Lookup DAVIS-MONTHAM AFB/ARIZONA HOME: KEIZER, OR

03/01-09/30 Depart on 2005710723
Max Lodaing: $75
Max Meals: $46 1. DAVIS-MONTHAN AFB, A7 Edit
Travel by Airline Edit
i‘ﬂo‘ft;?fgﬁgl $68 Start Date 2005/10/23
Max Meals: 6 Duty Thru 2005/11710
3 Per Diem DAVIS-MOMTHAN AFB, ARIZONA Edit
Rental Car Information HOME: KEIZER, OR
*1s a rental car requirsd? Oves @Ho Travel by Ailine Edit
Arrive on 2005/11/10
Quarters and Messing
*Quarters Available v
Quarters are available, but reservations may or may not
have been made. If the member stays out in commercial
lodging, & non-availability staterment will be required with
the travel claim.
*Messing All Government Meals Are Available And Directed v
At this point, you can Fill aut Travel to this Location
Add Another Location
Edit Location Information
Fill out Travel for the last leg
Previous ] [ Mext ] [Dlsapprnve] [ Save ] [ Save & Close ] [ Save & Route ] [ Cancel Changes ]
«Top®
Use of thiz systermn constitutes agreerment with THIS staternent in conjunction with the PRIVACY ACT STATEMENT
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3.4.5.2 Step 4 (Duty Locations and Travel (Per Diem Information))
Complete Per Diem Location and Rental Car Information

- Click on “Lookup” located to the right of Per Diem Location

- You will be prompted to select the state of your duty location — drop down
menu lists states alphabetically. Select the state.

- You will then be prompted to select the Locality City/County — drop down
menu contains alphabetical list. Select the base or city.

- Click on “Select” then information is populated in Per Diem Location

- Answer rental car question. If answer is “YES”, complete rental car
justification (Attachment 1).

34521 Rental Car Information
AROWS-R does not require a justification for a rental car if selecting a “Compact”
car. However, per AFI 65-109, you must complete a Rental Car Justification

(See Attachment 1) to provide a cost analysis against other forms of
transportation and to confirm the mission need of the rental car.

12
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Step 4 of §: Duty Locations and Travel Seckion: |4, Duty Locations v
Help is available by clicking on the field labels.
Fields marked with a red asterisk (*) are required.
Per Diem Location
*Per Diem Location | Lookup DAVIS-MONTHAM AFB/ARIZONA HOME: KEIZER, OR
05/01-09/30 Depart on 2005/10/23
Max Lodging: $75
Max Meals: $46 1. DAVIS-MONTHAN AFB, AZ Edit
Travel by Airline Edit
%ﬂi&utocézgﬁg sa8 Start Date 2005/107 25
Max Meals: §46 Duty Thru 2005/11/10
S PerDiemn DAVIS-MONTHAN AFB, ARIZONA Edit
Rental Car Infurrr.latlun HOME: KEIZER, OR
#*1s a rental car required? Oves @ o Travel b Airline Edit
Arrive on 2005711710
Quarters and Messing
*Quarters Available e
uarters are available, but reservations may or may not
have been made, If the member stays out in commercial
lodging, & non-availability staternent will be required with
the travel claim,
*Messing all Government Meals Are Available And Directed R
At this point, you can Fill out Travel to this Location
&dd another Location
Edit Location Information
Fill out Travel for the last leg
Previous ] [ Mext ] [Disapprove] [ Save ] [ Save & Close ] [ Save & Route ] [ Cancel Changes ]
Use of this systern constitutes sgreement with THIS staternent in conjunction with the PRIV T STATEMENT
@;’] Det 8 05 - READIMESS MAMAGEMENT GROUP - DET 8 -- ACC é @ Trusted sites

3.4.5.3 Step 4 (Duty Locations and Travel (Quarters and Messing))
Complete Quarters and Messing Information

- Select “Available” in the Quarters block. Government quarters should
always be “available” unless your duty location does not have a base
lodging facility. If you billeted off base, you must obtain a non-availability
letter from the base lodging office in order to be reimbursed.

- Select appropriate Messing Statement.

- If billeted on base and dining facility is available, select “All Government
Meals are Available and Directed”.
- If billeted off base, select “Partial Meals are Available and Directed”.
- If duty location does not have a government dining facility, select
“Government Meals not Available or Directed”.
- Select “Fill out Travel for the last leg”.

Verify availability for Lodging and check Per Diem Rates at:
https://secureapp2.hgda.pentagon.mil/perdiem/
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Flease Salect A Manu o Home | Switch Profile | Change Password | My Account | Help | Logout «Bottomns)

Inbox = > Application Detail

Travel

Track This Application | View Application Details | Print Draft/Official Order

Tracking #I:l MName Start Date: 2008/02/13

Order Type: MPA SSH Report Date: 2006/02/13 07.30
Status: INITIAL Grade: E4 End Date: 2008/04/08
Total Days: BB

Step 4 of 8 Duty Locations and Travel Section: |4. Duty Locations i

Help is available by clicking on the field labels
Fields marked with a red asterisk (*) are required

Travel Options
* Mode of Transportation Personal Automobile - Adv to Govt v HOME: TUCSON, AZ

Depart on 2008/02/13
Personal Vehicles
1. TUCSOR, AZ Edit
Mleslitost 4791.78 Travel by Personal Vehicls Edit
Start Date 2006/02{13
Travel Justification Duty Thru 2006/04/09
Per Diem DAYIS-MONTHAN AFB, ARIZONA Edit
HOME: TUCSON, AZ
2 Travelb hone Edit
Arrive an 2008/04/09
Previous ] [ MNext ] [Disapprove] l Save ] [ Save & Close ] ’ Save & Route ] l Cancel Changes

constitutes agreement with THIS statement in conjunction with the PRIVACY ACT STATEMENT

@1 Det B 05 - READINESS MANAGEMENT GROUP - DET 8 - ACC Q ® Intemet

3.4.5.4 Step 4 (Duty Locations and Travel (Return to HOR))
Complete Return Travel Options

- Select mode of travel for return to residence, by clicking on drop down
menu.

- The most commonly used modes are: “Commercial Airline”, “Private
Automobile — Adv to Govt”, and “Personal Automobile — Not Adv to Gowt”.

- If traveling by POV and it is more cost effective to drive to duty location,
select “Private Automobile — Adv to Govt”. You will need to provide
justification for this mode of travel.

- If traveling by POV and it is not more cost effective to drive to duty
location, then select “Private Automobile — Not Adv to Govt”. You will only
be paid the amount authorized for an airline ticket.

- If traveling by commercial airline, you will be prompted for departure and
arrival airports.

- Click on “Next” button.
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: AROWS-R - Tour ::. - Microsoft Internet Explorer

Ele Edit View Favorites Tools Help
QBacK - @ \ﬂ @ _;‘, /'._“Search 3.7 Favorites €2)

Address (&) https:/farowsr afrc.af. milfarows-rfos_edit_request.do

-3

Pleasze Select A Menu v

Home | Switch Profile |

Inbox > » Application Detail

Tour

Change Pa

v Bco Links ™

Air Force Reserve Order Writing System [AROWS-R]

Current Profile: Det 8 O8 - READINESS MANAGEMENT GROUP - DET 8 -- ACC|

ord | My Account | Help | Logout

«Bottoms

Track This Application | “iew Application Details | Print Dra

ftiOfficial Order

Tackng ] Narns

Order Type: MPA 88

Start Date: 2006/02/13
Report Date: 2006/02/13 07:30

Status: INITIAL Grade: E4

Step b of 8: Tour

Help is available by clicking on the field labels.
Fields marked with a red asterisk (*) are required.

GTCC Information | Select
* Does the Member have a Government Travel Charge Card (GTCC)?
* Description:

* Type of Account:

Has wvariation of itinerary been authorized?

Has dual lodging been authorized?

End Date: 2006/04/09
Total Days: BB

Section: | 5. Tour 4

NO

IN CORPORATE CITY LIMITS MEMBER DOES NOT RATE
TRAVEL ADVANCE.
NOT APPLICABLE

Yes O MNo@®
Yes O MNo@

QE'I Det § OF - READINESS MANAGEMENT GROUP - DET 8 -- ACC

2 @ mntermet

3.4.6 Step 5 (Tour)
Complete GTCC (Government Travel

- Click on “Select” option to the ri
- A sub menu for GTCC date will

Charge Card) Information

ght of GTCC Information
appear.
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2N .:: AROWS-R - Government Travel Charge Card ::. - Microsoft Internet Explorer

Government Travel Charge Card

Member does not have a government travel charge card

Description

IN CORPORATE CITY LIMITE MEMBER DCOES MOT RATE TRAVEL ADWANCE.

HAZ APPLIED FOR, BUT MOT RECEIVED CARD, ADVWAMCE AUTHORIZED.,

TO AUTHORIZE.

IS IMELIGIBLE FOR CARD. TO RECEINVE AM ADWAMNCE, MUST HAVE A LETTER FROM COMMAMNDER

IS IMELIGIBLE FOR CARD. MO ADYAMNCE AUTHORIZED,

0[0]0[®|0

ADWVANCE, MUST HAVYE LETTER FROM COMMAMDER.,

EXEMPT FROM USE. INFREQUEMT TRAWELER (TW O OFR LESS TIMES PER YEAR). TO RECEIVE AM

Type of Account: | INDIWIDUALLY BILLED ACCOUNTIIBA) |

Select

Y start [ & 1nbosx - Micr...

Close

[T= Removabls ...

[ &l MAUsersaui. ..

3.4.6.1 Step5 (Tour (Member Does Not Have A GTCC))
Complete GTCC (Government Travel Charge Card) Information

= R SiFLPM
=

- AROWS-R assumes you do not have a GTCC. If this is correct, you must

indicate reason from Description.

- Another drop down menu will appear to indicate What Type of Account —
automatically is Individually Billed Account

- Click on “Select”.

- You will be brought back to the Complete GTCC Information page.
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A .:: AROWS-R - Government Travel Charge Card ::. - Microsoft Internet Explorer

Government Travel Charge Card

1 Member does not have a government travel charge card

Description

IN CORPORATE CITY LIMITS MEMBER DOES NOT RATE TRAVEL ADWANCE.

MO ADWANCE AUTHORIZED

MO ADYANCE AUTHORIZED . CAMMOT CHARGE CERTAINM ITEMS

CIRCUMSTAMCES PRECLUDE USE. ADVANCE AUTHORIZED

ol0|0|@|0

MO STATEMENT MEEDED. (MO PER DIEM OR PCS TOUR.)

Type of Account: | INDIVIDUALLY BILLED ACCOUNT{IBA) v|

Select

’.' start f & Inbox - Micr... f 2 i1 ARC

3.4.6.2 Step 5 (Tour (Member Does Have A GTCC))
Complete GTCC (Government Travel Charge Card) Information Continued

- If you have a GTCC, uncheck the “Member does not have a government
travel card” statement and indicate the appropriate Description option.
- If residence is within commuting distance, select “No Statement

Close

[

Needed (No Per Diem or PCS Tour)".

- If residence is within corporate limits, select “In Corporate City Limits

emovable ...

Member Does Not Rate Travel Advance”.

- If residence is outside commuting distance, normally select “No

Advance Authorized”.

- Another drop down menu will appear to indicate What Type of Account —

automatically is Individually Billed Account

- Click on “Select”

17
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A .:: AROWS-R - Tour ::. - Microsoft Internet Explorer

. File Edit ‘View Favorites Tools Help ! l'
: . A = fi T T
e Back - (J \ﬂ @ _ﬂ Pl ) Search ‘5:( Favorites & Media 6‘3 [: = _J 3
: Address |€| https:/arawsr . afrc, af miljarows-rmember_edit_request.do "| G :links *
e S
Has wariation of tinerary been authorized? ves () No ®
Has dual lodging been authorized? ves ) Mo @
Has in and around mileage been authorized? ves () No ®
Has mixed mode of travel been authorized? ves () Mo ®
Has limited long distance phone calls home been authorized? w0 Oy @
will the Mermber be performing duty in a combat zone? ves () Mo @®
Is the Member requesting 150% AEAT ves () No ®
Is the Member requesting 300% AEA? ves () Mo ®
Customer Identification Code: | |
Is the Member taking leave in Conjunction? ves () Mo @
If excess baggage has been authorized: DNumber Of Excess Baggage

I:IWeight Mot To Exceed
008 [rotal Cost

Registration Information

Is there a Registration Fee? ves O Mo @® L
[ erevice I mewt 1 [ malete | [ 2awe 1 savesrclace | savespate | [ rcancel chanaee | Ao
< | >
@ ‘eb Profile - READINESS MANAGEMENT GROUP - DET & -- ACC é ' Internet

———
:'.'.' start @ Inbox - Microsaft ... = - To.., = Removable Disk (F:) iall TMAllsersGuide - ... '<,J-‘..'|‘:-: S:41 PM

3.4.6.3 Step 5 (Tour (Special Authorizations))

- Questions automatically indicated as “No”. You only need to change to
“Yes” if applicable to tour.

- CIC Code is required for overseas travel. Enter “00000000”. Orders
specialist will input correct data.

- Click on “Next” button.

REMEMBER: PERIODICALLY SAVE YOUR DATA BY CLICKING THE SAVE
BUTTON AT THE BOTTOM OF THE SCREENS.
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2} .:: AROWSR - Paragraphs ::. - Microsoft Internet Explorer

Fle Edit Wiew Favorites Tools Help "

QBacK ) \ﬂ \g ;‘, /.-"Search ‘gll‘f:'Favorites € v &2 ﬁ b

Address @https:,ffarowsr‘afrc.af.m\I,u’arows—r,fos_edit_request.do v EGO Links ™

Air Force Reserve Order Writing System [AROWS-R]

23 G t Profile: Det 8 OS - READINESS MANAGEMENT GROUP - DET 8 -- ACC|

Pleasz Selzct & Maru Home | Switch Profile | Change vord | My Account | Help | Logout «Bottomy)

Inbox = > Application Detail

Paragraphs

Track This Application | View Application Details | Print Draft/Official Order

Trackingd | Mamd Start Date: 2006/02/13

Order Type: MPA 88 Report Date: 2006/02/13 07:30
Status: INITIAL Grader B End Date: 2006/04/09
Total Days: BB

Step B of 8: Paragraph Selection Section: | 6. Paragraphs ¥

Help is available by clicking on the field labels.
Fields marked with a red asterisk {*) are required.

Go to Non-Standard Paragraphs

Add Paragraphs

Miscellaneous Standard Paragraphs
Action Code Paragraph Text
No paragraphs selected

@'] Det 8 0S - READINESS MANAGEMENT GROUP - DET 8 -- ACC g O [nternet
3.4.7 Step 6 (Paragraphs)
Identify the appropriate paragraphs that apply to this tour.
- Select first “Add Paragraphs” link
- A submenu will appear for you to select applicable paragraphs.
- If mode of transportation is “commercial air”, select paragraph numbered
1086.
- If outside commuting area, select paragraphs numbered “1090” and
“1104".
- Other paragraphs depend upon the duty location, length of tour, and type
of tour.
- After indicating applicable paragraphs, click on “Select” at bottom of
submenu.

- You will be brought back to the Paragraphs page.

19



3.4.7.1 Step 6 (Paragraph Submenu (Top-half))

.:: AROWS:R - Select Paragraphs ::. - Microsoft Internet Explorer

Select Paragraphs A

ELIGIBLE FAMILY MEMBERS OF RESERWE COMPONENT MEMBERS WHOSE ORDERS SPECIFIV A PERICD OF ACTIVE DUTY
[[] 1083 | OF 31 DAYS OR MORE ARE ELIGIBLE FOR ENROLLMENT IN TRICARE. EMSURE DEPENDENTS ARE ENROLLED IM DEERS TO
ESTABLIZH ELIGIBILITY FOR MEDICAL BEMEFITS COMPLETE INFORMATION IS AVAILABLE AT Wirw TRICARE.CSD MIL |

[ FLY-IT-¥OURSELF AIRCRAFT IS AUTHORIZED AS MORE ADVANTAGEQUS TO THE GOYT. CONTACT YOLR THMO WHO 15
1084 | REQUIRED TO ARRANGE FOR THE HIRE OF FLY-IT-YOURSELF AIRCRAFT,

[] 1085 | USE OF AERO CLUB AIRCRAFT IS AUTHORIZED.

IF THERE IS A GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAVEL ORIGIN AND CFFICIAL TRAVEL

[ 1086 DESTINATION IT SHOULD BE USED UNLESS SPACE OR & SCHEDULED CONTRACT FLIGHT IS NOT AVAILABLE IN TIME TO
ACCOMPLISH THE PURPOSE OF TRAVEL, OR USE OF CONTRACT SERVICES WOULD REQUIRE THE TRAVELER TO INCUR

UNNECESSARY OVERNIGHT LODGING COSTS THAT WOULD INCREASE THE TOTAL COST OF THE TRIF.

IF THERE IS & GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAVEL ORIGIM AMD OFFICIAL TRAVEL

[ 1087 DESTIMNATION IT SHOULD BE USED UNLESS THE CONTRACTOR CARRIER'S FLIGHT SCHEDULE IS INCONSISTENT WITH
EXPLICT POLICIES OF INDIVIDUAL FEDERAL DEPARTMENTS AND AGENCIES TO SCHEDULE TRAVEL DURING MORMAL

WORKING HOURS, (IFTR C1058)

IF THERE IS & GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAVEL ORIGIM AND OFFICIAL TRAVEL

[ 1088 DESTINATION IT SHOULD BE USED UNLESS A MOM-CONTRACT (DOD APPROVED) CARRIER OFFERS A LOWER FARE
AVAILABLE TO THE GEMERAL PUBLIC, THE USE OF WHICH RESULTS IN & LOWER TOTAL TRIP COST TO THE GOVT, TO

IMCUDE THE COMBINED COSTS OF TRANSPORTATION, LODGING, MEALS AND RELATED ExPENSES.

IF THERE IS A GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAVEL ORIGIN AND CFFICIAL TRAVEL
[[] 1089 | DESTINATION IT SHOULD BE USED UNLESS RAIL SERVICE 1S AVAILABLE AMD THAT SERVWICE 1S COST EFFECTIVE AND
CONSISTEMT WITH MISSION REQUIREMENTS.

PER DIEM IS BASED OM THE AVAILABILITY OF GOVT QUARTERS AND MESS, FOR TRAVEL TO MILITARY INSTALLATIONS,
ADVAMCE LODGING RESERVATIONS ARE MANDATORY TO MAXIMIZE THE USE OF GOVT QUARTERS AND FOR MORE

[ 1090 | EFFICIENT USE OF PER DIEM, CONTACT THE TDY LOCATION'S LODGING QPERATION IMMEDIATELY TO MAKE
RESERVATIONS, IF ON-BASE LODGING IS NOT AVAILABLE, THE LODGING OFFICE WILL MAKE RESERVATIONS IN
CONTRACT QUARTERS OR PROVIDE NONAVAILABILITY INFORMATION,

LA PERSOMA A QUIEN ESTA ORDER PERTENEZCA ESTA AUTHORIZADA POR LAS AUTHORIDADES MILITARES
[ 1091 | COMPETENTES DE LOS ESTADOS UNIDOS DE AMERICA PARA ENTRAR O SALIR DE ESPANA EN MISSION OFICIAL
VESTIDO DE CIMIL O MILITAR,

IN ACCORDANCE WITH PARA 5{4) OF ARTICLE XVII OF THE AGREEMENT IN IMPLEMENTATION OF ARTICLE IV OF THE b
PP —— —

1y Start ﬂ.z Inboy - Mict.., i BROWS-,, b= L o ; il [TMaL Rﬁ;,-. 6107 PM
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3.4.7.2

Step 6 (Paragraph Submenu (Bottom-half))

:: AROWS-R - Select Paragraphs ::. - Microsoft Internet Explorer

T
INCUDE THE COMBINED COSTS OF TRANSPORTATION, LODGING, MEALS AND RELATED EXPENSES.

[ 1083

IF THERE IS A GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAVEL ORIGIN AND OFFICIAL TRAVEL
DESTINATION IT SHOULD BE USED UNLESS RAIL SERVICE IS AVAILABLE ANMD THAT SERWICE IS COST EFFECTIVE AND
COMSISTENT WITH MISSION REQUIREMENTS,

[ 1090

FPER DIEM IE BAZED ON THE AVAILABILITY OF GOVT QUARTERSE AND MEZZ, FOR TRAVEL TO MILITARY INSTALLATIONS,
ADVANCE LODGING RESERVATIONS ARE MANDATORY TO MAXIMIZE THE USE OF GOMT QUARTERS AND FOR MORE
EFFICIENT USE OF PER DIEM, CONTACT THE TDV LOCATION'S LODGING OPERATION IMMEDIATELY TO MAKE
RESERVATIONS. IF ON-BASE LODGING IS NOT AVAILABLE, THE LODGING OFFICE WILL MAKE RESERVATIONS IN
COMTRACT QUARTERE OR PROVIDE NOMNAVAILABILITY INFORMATION,

[1 1091

LA PERSOMA A QUIEN ESTA ORDER PERTEMEZCA ESTA AUTHORIZADA POR LAS AUTHORIDADES MILITARES
COMPETENTES DE LOS ESTADOS UNIDOS DE AMERICA PARA ENTRAR O SALIR DE ESPANA EN MISSION OFICIAL
VESTIDO DE CIVIL O MILITAR.

[ 109z

IN ACCORDAMCE WITH PARA S(A) OF ARTICLE XVII OF THE AGREEMENT IM IMPLEMEMTATIONM OF ARTICLE IV OF THE
FAMNAMA CAMAL TREATY OF 1977, THE AROVE NAMED INDIVIDUAL, MEMBER OF THE FORCES, IS EXEMPT FROM
CUSTOMSE INSPECTION UPON ENTERING OR DEPARTIMNG FOR THE REFPUBLIC OF PANAMA WHEN TRAVELING OM OFFICIAL
ORDERS.

[1 1093

DE COMFORMIDAD COM EL PARRAFC S(A) DEL ARTICULD ®WII DE; ACUERDC PARA L& EJECUCION DEL ARTICULD IV
DEL TRATADO DEL CANAL DE PANAMA DE 1977, EL INDIVIDUO CUYO NONBRES(S) APARACE ARRIBA, MIEMBRO DE LAS
FUERZAS, ESTA EXTENTO DE LA INSPECCION DE ADUANA AL ENTRAR OR SALIR DE LA REPUBLICA DE PAMAMA CUANDO
WIAJA BAJO ORDEMES OFICIALES.

[ 1094

ACCRUED AMMUAL LEAVE IS HIGHLY ENCOURAGED TO BE TAKEN DURING THESE ORDERSE.

[1 1095

WILL PROCEED AS MANY TIMES AS NECESSARY TO HOME.

[ 1104

SUBMIT A TRAVEL YOUCHER WITHIN 5 WORKDAYS AFTER COMPLETION OF TRAVEL.

[1 1105

MEMBER WILL INCUR & RESERVE SERWICE COMMITMENT (RSC) ASSCOCIATED WITH THIS ORDER PER AFRCI 36-2102,
TABLE 1.1 OR 1.2,

[1 1013

MEMBER PERFORMIMG AN ACTIVE DUTY TOUR IN A NON-PAY MILITARY STATUS. PAY AND ALLOWANCES ARE NOT
AUTHORIZED; PER DIEM AND TRAVEL MAY BE AUTHORIZED.

_.———— —
‘4 start [ @ b
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aphs ::. - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help 1',’
M n— a . —
. X ) e ; . y_ 3 a2
: @ Back L) \ﬂ @ __ﬂ 7 Search ‘:}/\( Favarites @Medla Q‘B =NE 4 &
: Address |f§| https:/farowsr,afrc,af .milfarows-r/member_edit_request,do V| Go :links *
IF TACRE 1 A LSS CUNTREAST DITT-FAIE FARE BETWELDHN AN UTrL-IAL TRAVEL UREIGLIN SNLD UFFLLIAL V.

TRAVEL DESTIMATION IT SHOULD BE USED UMLESS SPACE OR A SCHEDULED CONTRACT FLIGHT IS —
Delete[1086|MOT AVAILABLE IN TIME TO ACCOMPLISH THE PURPOSE OF TRAVEL, OR USE OF CONTRACT SERVICES
WOULD REQUIRE THE TRAVELER TO INCUR UMMECESZARY OVERNIGHT LODGING COSTE THAT WOULD
INCREASE THE TOTAL COST OF THE TRIP.
PER DIEM IZ BASED ON THE AVAILABILITY OF GOWT QUARTERS AND MESS, FOR TRAVEL TO MILITARY
INSTALLATIONS, ADVANCE LODGING RESERVMATIONS ARE MANDATORY TO MAXKIMIZE THE USE OF
Delete|1090 GOWT QUARTERS AMD FOR MORE EFFICIEMT USE OF PER DIEM. CONTACT THE TDY LOCATION'S
LODGIMNG OPERATICON IMMEDIATELY TO MAKE RESERVATIONS. IF ON-BASE LODGING 15 NOT
AVAILABLE, THE LODGING OFFICE WILL MAKE RESERVATIONS IN CONTRACT QUARTERS OR PROVIDE
MONAMAILABILITY INFORMATION.
Delete[1104|5UBMIT & TRAVEL VOUCHER WITHIN 5 WORKDAYS AFTER COMPLETION OF TRAVEL.

Add Paragraphs

Mon-Standard Paragraphs

Action Paragraph Text
add
Previous ][ Mext ] [ Delete ] [ Save ][ Save & Close ][ Save & Route ][ Cancel Changes W
#Tor =
| >

< i
@l e Profile - READINESS MANAGEMENT GROUP - DET & -- ACC

1 @ Inb crosoft ...

3.4.7.3 Step 6 (Paragraphs (Completed))

- If there are “Non-Standard Paragraphs”, click “Next” to continue to Step 6,

Justification.
- If there are “Non-Standard Paragraphs”, you will have to manually type in

the data.
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3 .:: AROWS-R - Justification ::. - Microsoft Internet Explorer ’r__|g|
Fle Edt Wiew Favoriies Tooks Help l';'

eBacK . | \ﬂ \g _.l\] /'.-\JSearch ‘:i(Favorites {‘} 3> :4 =1 _J ﬁ 3
Address |féj hittps:/farowsr afrc.af. mifarows—r/os_edit_request.do v | Go Links ™

-~

Track This Application | “iew Application Details | Print Draft/Official Order

Tracking ﬁ:| Mam Start Date: 2006/02/13
Order Type: MPA, 55 Report Date: 2006/02/13 07:30
Status: INITIAL Grade: E4 End Date: 2006/04/09

Total Days: 56

Step 7 of 8 Justification Section | 7. Justification v

Help is availatile by clicking o the field labels.
Fields marked with a red asterisk (%) are required.

PHA 15 May 05, Dental 10 Aug 05

General
Comments/ustifications

Justification for Hard
Holds

Justification for YWWaivers

Rarl:tn Barls Mirdare

@l Det § OF - READINESS MANAGEMENT GROUP - DET § -- ACC é P Intemnet

3.4.8 Step 7 (Justification)

- Indicate last RCPHA and Dental Date

- Mandatory comments also required if Hard Hold condition is identified,
VOCO order, or “Yes” answered to any question in Tour (dual lodging,
phone calls, etc)

- Select “Next” at bottom of screen to proceed to Step 7, Funding
Information
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<} . AROWS-R - Funding ::. - Microsoft Internet Explorer = x|

Eile Edit Y¥iew Favaorites Tools Help ‘

GBack + = - @) 7at | @A search [&lFavorites EPMedia L% | B N=

Address I@j https:iffarowsr . afrc, af .milfarows-rios_edit_request.da j f@Go | Links >

Total Days: 19 =

Step & of & Funding Information Section IE. Funding Information vl

Help i svsilable by clicking on the field labsls
Ficlds marked with = red asterisk (*) are required

Wiew Qrder Cost

Pay & Allowance
[action] F JFund Citation |
| Ecit_[rons[s763500 326 511 525725 30111C |

Total Travel Cost

Action [Commercial Cost POY Cast [Fental Car [Guarters ME.SSIHQ and Misc Costs [Tatal Trawel Cost
Incidertals
Eciit [243.00 0.00 .00 [>40.00 24370 40.00 [1.071.70

Charge Air Cost to the Miscellansous? & g € ves

Trawvel & Fer Diern

action| Fy | T JFund cation
Funding

Edt ong| [ [[Fund cite needed|

Previous | Disspprove | e Save & Close Save & Route e e—

se of this system constitutes agreerment with THIS staternent in conjunction with the PRIVACY ACT STATEMENT -

|i&] et & O - READINESS MANAGEMENT GROUP - DET & — ACC |5 [ nternet

3.4.9 Step 8 (Funding Information (Pay & Allowances))

- Click on “Edit” under Action column of Pay & Allowances

- Appropriation Lookup submenu will appear

- Select appropriate fund cite based upon Funding Description
- If wrong fund cite is selected, Orders Specialist will correct

- Fund cite will populate in Pay & Allowances and return you to Funding
Information screen
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<N .:: AROWS-R - Funding ::. - Microsoft Internet Explorer

. File Edit ‘iew Favorites Tools Help ]

eBack v \_) \ﬂ \g __h /.._\J Search ‘:;/'1‘\'( Favorites @Media Q‘B 4~ .,__’-_; — _J ‘ﬁ

: Address |f§| https:/farowsr,afrc,af .milfarows-r/member_edit_request,do V| Go :links *

Wigw Order Cost V.

Pay & Allowance

|P.cti0n| Fr |Fund Citation |

[ Edit [z0d [ |

Total Travel Cost

Action|Commercial Cost|POYW Cost Rental Car Quarters 2= and Misc Costs Total Travel Cost
Incidentals
Edit |0.00 72,54 0,00 360,00 79.00 0,00 511.54
Travel & Per Diem
&ction| Fr Other Fund Citation
Funding
Edit |zo06] [ |Mone Selected

[ Previous ] [ Delete ] [ Save ][ Save & Close ][ Save & Route ][ Cancel Changes ]

<

gbl e Profile - READINESS MANAGEMENT GROUP - DET & -- ACC é ® Internst

1 » Start [ & Inb saft ... T 2 Inkernet Explorer - == pemovahle Disk (F:) f iall TMAllsersGuide - ... 3 ).‘_'{_.; 940 AM
¥

3.4.9.1 Step 8 (Funding Information (Travel & Per Diem))

Click on “Edit” under Action column of Travel & Per Diem
Appropriation Lookup submenu will appear

Select appropriate fund cite based upon Funding Description

- Ifwrong fund cite is selected, Orders Specialist will correct

Fund cite will populate in Travel & Per Diem and return you to Funding
Information screen

25



<N .:: AROWS-R - Funding ::. - Microsoft Internet Explorer

. File Edit ‘iew Favorites Tools Help ﬁ'
P 5 = i .

E - ] ] i P ) - Ly

@ Back ? | \ﬂ \ELI 0| Search y £y Favorites @ IMedia &i £z = .A‘i

: Address @j https:/farowsr,afrc,af .milfarows-r/member_edit_request,do A4 a Go :links *

Pay & Allowance

|Action| Fr |Fund Citation

Edit ZDq

Total Travel Cost

Action|Cammercial Cost POV Cost Rental Car Quarters ilz=Eng and Misc Costs Total Travel Cost
Incidentals
Edit |0.00 72,54 0,00 60,00 79.00 0,00 511.54

Travel & Per Diem

Other
Funding

Edit 2008 O

Action| FY Fund Citation

Previous ] [ Delete ] [ Save ][ Save & Close ][ Save & Route ][ Cancel Changes ]

ern constitutes agre S staternent in conjunction with the

P «TEMENT

ﬂi‘l e Profile - READINESS MANAGEMENT GROUP - DET & -- ACC é ® Internst
——

- = - ¥
] .' start r @ Inbox - Microsaft ... & 2 Internet Explorer = r-' Remowvable Disk (F:) rL-_E. IMALsersGuideZ - ... '“)i‘, 942 AM
¥

3.4.10 Save & Route Orders

- You have now completed an Annual Tour orders request and must route
request forward

- Select “Save & Route” and follow screen instructions on next page

- If any there is any missing data, you will receive a warning message
detailing what to correct. Once corrected, you can “Save & Route”. If you
cannot correct an error message, contact the Help Desk (phone numbers
provided in the Contacts Section).

- If you select “Save & Close”, your orders request will not be forwarded for
approval
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A .:: AROWS-R - Confirm Action,::. - Microsoft Internet Explorer

. File Edit ‘View Favorites Tools Help 1

OBack ? \i'.l \ELI 0| A Search :_:/_\f:’ Favorites @Medla 6-‘4 T g = .*"i
: Address @j https: }farowsr, afrc, af .milfarows-rimember _edit_request,do
o

Please Select & Menu v

Current Protile: W
Switch Profile | Change P

Haome | :count | Help | Logout

Applications Awaiting Action Inbox => Application Detail

Confirm Action

Order Information

Tracking Mumber

Status INITIAL
Full Marme

SSN

Start Date

End Date Z006/09/25
Total Days 13

Your request will be routed as shown:

[Routed To [Action Type]
|05 - Applications Awaiting Action [ R

Return to Application ] [ Route Application Forward ]

“Top%

Use of this systern constitutes agr nent witl staternent in conjunction with

the

ﬂi‘l e Profile - READINESS MANAGEMENT GROUP - DET & -- ACC é ® Internst

— = 5 = - — _— — Lo o
iy Start F & Inbox saft ... & 2 Internet Explorer = [ & Remavable Dick (F:) F iall TMAllsersGuide - ... Q)?l"x'- 10:10 &M
B

3.4.10.1 Route Application Forward

- After selecting “Save & Route” this is the next screen you will see
- Select “Route Application Forward” which will route your request

NOTE: If you select “Return to Application” your orders will not be forwarded and

no action will be taken on your request. Request will remain in your “Orders
Awaiting Action” box until you select “Route Application Forward”.

27



	3.4 Military Personnel Appropriation (MPA)
	3.4.1 MPA Order Sub Type:
	3.4.2 Step 1 (Personal and Contact Information)
	3.4.3 Step 2 (Duty Purpose Information)
	3.4.4 Step 3 (MPA)
	3.4.5 Step 4 (Duty Locations and Travel)
	3.4.5.1 Step 4 (Duty Locations and Travel PersTempo, (Travel & Per Diem))
	3.4.5.1.1 POV Example (Advantageous to Government)
	3.4.5.1.2 POV Example (Not Advantageous to Government)
	3.4.5.1.3 Commercial Air Example
	3.4.5.2 Step 4 (Duty Locations and Travel (Per Diem Information))
	3.4.5.2.1 Rental Car Information

	3.4.5.3 Step 4 (Duty Locations and Travel (Quarters and Messing))
	3.4.5.4 Step 4 (Duty Locations and Travel (Return to HOR))

	3.4.6 Step 5 (Tour)
	3.4.6.1 Step 5 (Tour (Member Does Not Have A GTCC))
	3.4.6.2 Step 5 (Tour (Member Does Have A GTCC))
	3.4.6.3 Step 5 (Tour (Special Authorizations))

	3.4.7 Step 6 (Paragraphs)
	3.4.7.1 Step 6 (Paragraph Submenu (Top-half))
	3.4.7.2 Step 6 (Paragraph Submenu (Bottom-half))
	3.4.7.3 Step 6 (Paragraphs (Completed))

	3.4.8 Step 7 (Justification)
	3.4.9 Step 8 (Funding Information (Pay & Allowances))
	3.4.9.1 Step 8 (Funding Information (Travel & Per Diem))
	3.4.10 Save & Route Orders
	3.4.10.1 Route Application Forward




